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Copyright Notice 

Copyright 1997, Adams Media Corporation 

Under copyright law, no person shall duplicate, photocopy, reproduce, 
or resell Adams Media software or documentation without the prior written 
consent of Adams Media Corporation. 

Printed in the United States. All rights reserved. 

Trademarks 

Adams Media,Adams Streetwise, and Adams Streetwise Small Business 
Start-Up are trademarks of Adams Media Corporation. Microsoft, 
Windows, Windows for Workgroups, and Windows95, are registered trade¬ 
marks of Microsoft Corporation. Defrag is a trademark of Symantec 
Corporation. Pentium is a registered trademark of Intel Corporation. Sound 
Blaster is a trademark of Creative Labs, Inc. All other products and names 
mentioned are trademarks of their respective companies. 

Disclaimer 

This software is designed to provide accurate and authoritative informa¬ 
tion with regard to the subject matter covered. It is sold with the under¬ 
standing that the publisher is not engaged in rendering legal, accounting, or 
other professional advice. If legal advice or other expert assistance is 
required, the services of a competent professional person should be sought. 

— From a Declaration of Principles jointly adopted by a Committee of 
the American Bar Association and a Committee of Publishers and 
Associations 
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Welcome to Adams Streetwise Small 
Business Start-Up 

About the Program: 


A dams Streetwise Small Business Start-Up is designed to serve as a 
comprehensive multimedia guide to starting and running your own 
business. Whether you are just starting out, or already have a business, 
success is going to come a lot easier by choosing the right strategy, 
following a detailed business plan, developing innovative marketing 
programs, managing money well, and avoiding legal problems; all of 
which can be readily accomplished with the help of this software. 

Small Business Start-Up covers every possible way for gaining new 
business including advertising, publicity. World Wide Web and fax 
marketing, direct mail, phone and personal selling, trade shows and more. 
Multimedia workshops make it easy to understand accounting, to project 
finances, to establish credit and purchasing policies, to collect overdue 
bills, to resolve cash shortages, and more. Detailed spreadsheets are 
provided for a vast array of financials including budgets, profit and loss 
statements, balance sheets and cash flows. 

Avoid lawsuits and protect your business by learning about trademarks, 
copyrights, patents, fair selling laws, contract law, employment law, how to 
settle disputes out of court, and more. Many other topics are covered 
including new business ideas, buying a business, franchises, business 
valuation, how to form a corporation or partnership, building the winning 



team, taxes, setting up a home or commercial office, and more. 

Product Support: 

Before you can receive technical support, you must fill out and mail or 
fax your product registration card to Adams Media Corporation. Your reg¬ 
istration information must be on file in order to assist you with Adams 
Streetwise Small Business Start-Up and to notify you of product upgrades 
and special offers. If you have not already registered Adams Streetwise 
Small Business Start-Up, you may do so with your first support call. 

How to Reach Us: 


By Mail: 

Adams Media Corporation 

260 Center Street 

Holbrook, MA 02343 

By phone: 

Technical Support 

Fax 

(617) 767-4128 
(617) 767-2055 

By email: 

America Online 
CompuServe 

Internet 

AMsupp 

102132,1646 

support@businesstown.com 


Before Calling Technical Support: 

We understand that there might be times when you will encounter some 
problems in running Adams Streetwise Small Business Start-Up. Before 
contacting us, take a few minutes to review the following to see if you can 
alleviate the problem yourself. 

1. Make sure your system complies with the requirements outlined 
in the Getting Started section. 

2. Make sure your computer functions properly without Adams 
Streetwise Small Business Start-Up installed on your hard 
drive. 

If these steps do not provide you with a satisfactory solution, contact 
Adams Media Technical Support. 


Calling Technical Support: 

Technical Support hours are Monday through Friday, between 9 AM and 
6 PM, Eastern Time. 

Before calling, please make sure your computer is turned on, with 
Adams Streetwise Small Business Start-Up running and on the screen. 
When you reach an Adams New Media technical support specialist, be pre¬ 
pared to give the following information: 
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♦ The version of Adams Streetwise Small Business Start-Up (Located 
in the About section of the program) 

♦ The type of computer you are using (486, Pentium, model, etc.) 

♦ The operating system software you are using (Windows 3.1, 
Windows for Workgroups 3.11, Windows 95, Windows NT) 


Online or Email Support: 

You can contact us any time, day or night, via America Online, 
CompuServe, or the Internet. We are usually able to respond within 24 
hours. 
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Getting Started: 

The following are the system requirements for using Adams Streetwise 
Small Business Start-Up. 

Windows System Requirements: 

♦ 386 PC compatible (486 recommended) 

♦ 6 MB of free hard disk space 

♦ 4 MB of RAM (8 MB recommended) 

♦ 256 color VGA graphics card, 

(SVGA recommended) 

♦ Sound Blaster or compatible audio card 


Macintosh System Requirements: 

♦ Color Macintosh 68030 or higher 

♦ 4MB of RAM; 8MB recommended 

♦ Double speed CD-ROM drive 

♦ 3.5” disk drive for lite version 

♦ 3MB of free hard disk space 

♦ System 6.0.8 or higher; System 7 recommended 


♦ Windows or Windows 95 

♦ Mouse 

♦ CD-ROM drive, for 
multimedia version 

♦ 3.5” disk drive for 
lite version 


Installing Adams Streetwise Small Business 
Start-Up: 

There are two options for installing Adams Streetwise Small Business 
Start-Up on Windows computers. One method is used if you are running 
Windows 95 or Windows NT 4.0, and the other method is used if you are 
running Windows for Workgroups 3.11 , Windows 3.1 or Windows NT 
3.51. 

Windows 95 and Windows NT 4.0 

1. Insert the Adams Streetwise Small Business Start-Up CD into your 
CD-ROM drive. 

2. The installation routine will begin automatically. If the installation 
does not begin, then choose Run from the taskbar and type 
“D:SETUP”. If you are using another CD-ROM drive letter, 
substitute it for D:. 

3. Confirm or change the installation subdirectory. 
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Windows for Workgroups 3.11, Windows 3.1, or Windows 
NT 3.51 

1. Insert the Adams Streetwise Small Business Start-Up CD into your 
CD-ROM drive. 

2. From the Windows Program Manager, choose Run from the File 
menu. 

3. Type D:SETUP in the Run dialog box. If you are using another CD- 
ROM drive address, substitute its drive letter for D:. 

4. The installation routine will begin. 

5. Confirm or change the installation subdirectory 

Macintosh 

You do not need to install Adams Streetwise Small Business Start-Up on 
your hard drive to run the program; simply double-click the application 
icon, named SBSMac, on the CD-ROM, and the program will be launched. 
In addition, if you are using System 7, simply create an alias of the Adams 
Streetwise Small Business Start-Up application icon and place it in the 
Apple Menu items folder within the System Folder on your hard drive. 
When you want to launch Adams Streetwise Small Business Start-Up, 
click and pull down the Apple menu, and select the Adams Streetwise 
Small Business Start-Up alias. Make sure you have the Adams Streetwise 
Small Business Start-Up disk in your CD-ROM drive when you launch the 
program using the alias. 


3.5" Disk (Lite) Version 

A text-oriented 3.5" disk version of Adams Streetwise Small Business 
Start-Up is included for situations in which no CD-ROM drive is available. 
We have kept as much of the content from the complete multimedia CD- 
ROM version as possible, and simply presented the audio and video as 
text. The disk contained in this package runs on Windows 95, Windows 
NT, and Windows 3.x. To receive the 3.5" disk version for Macintosh, 
please contact Adams Media Corporation Technical Support as outlined on 
the previous pages. 

To install the 3.5" disk version for Windows, follow the CD-ROM 
installation instructions, substituting your 3.5" disk drive letter (e.g., "A:") 
for the CD-ROM drive letter. 



Introduction 


E very day in the media, we hear more and more about people starting 
their own businesses. But what’s it really like to start and run a small 
business? Can anyone be successful? Success in business can’t be 
guaranteed, but by learning the business of business, choosing the right 
strategy, developing targeted marketing campaigns, selecting appropriate 
advertising media, putting together a great team, managing money, 
handling legal issues, and setting up an office you can go a long way 
toward ensuring your success. 

Starting and running a small business of any size will be one of the most 
challenging, demanding, harrowing, and potentially, most rewarding and 
fun things you ever do. To be your own boss, to be 100 percent responsible 
for your own success is one of the most exhilarating feelings in the world. 

With almost any business you start, you’ll quickly find that being in 
business for yourself is not just a job, it’s a way of life. Social life? 
Vacations? Spending money? Once you’ve become immersed in starting a 
business, just about anything else becomes a secondary consideration. 

While some businesses require more expertise than others, there are 
plenty of businesses that you can start with minimal or even no skills and 
experience. Your ultimate success will probably have a lot more to do with 
your drive and will to succeed than with the knowledge you bring to your 
business. 

You can always pick up the necessary knowledge along the way. 
Throughout this CD-ROM I’m going to give you every bit of advice that I 
can, including a lot of streetwise advice that I often learned the hard way 
by making mistakes. 

Going out and starting a new business requires guts and vision, a 
willingness to take risks and a willingness to envision future opportunities. 
If you’re considering starting a business but you are not sure, my advice is 
simple: Go ahead! Take a chance! You only live once! 

Bob Adams 

Founder and President 

Adams Media Corporation 



Strategy 
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R egardless of whether you manage a business by yourself from your 
basement or a global conglomerate, success is going to come a lot 
easier if you have a simple strategy backed up by a detailed plan that you 
update at least once a year. 

Company Strategy 

A company strategy is the unique formula for success that forms the 
foundation of a business plan as well as governing day-to-day 
operations. This strategy is not a business definition and summary of 
pertinent markets, but instead, it is an account of the one or two key factors 
that distinguish the firm from its competition and are most expected to 
contribute to the firm’s long-term success. 

To be most effective, a company’s strategy should be no longer than one 
page, at most. For many businesses, a single sentence would be ideal. The 
strategy theme should be easily and frequently communicated to 
employees so that a cohesive business focus is always maintained. 

Creating Strategy 

W hile the possible elements of a successful strategy are limitless, here 
are some of the most common ones. Many strategies will include 
several of these elements. 

Business Plans 

B y far the most common types of overall plans for small businesses are 
annual plans and business plans. Annual plans are assembled each 
year, primarily to help managers chart a course for the upcoming year. 
Business plans are typically used by a start-up business to attract investors. 

Annual plans and business plans share many elements and are similar in 
many ways. But there are typically two crucial differences: the objective of 
the plan and the audience for the plan. 

Growth 

F ast growth in and of itself can help motivate employees and help 
project a very positive image to customers. So trumpet your successes 
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continually to both employees and customers! 

When setbacks occur, explain them to employees. But, certainly, depict 
them as small blips in your course to success. Everyone wants to feel like 
he or she is on the winning team or buying products or services from the 
winning team. Success does breed success. 

Sustaining fast growth can be tricky, though. Preserving cash, keeping 
people motivated, and continually finding more office space are just a few 
of the issues that you will encounter. The farther in advance you can plan 
and prepare for such challenges, the more likely it is that you will be able 
to minimize any negative effects. 


Marketing 

Y ou’ve got to find some kind of marketing vehicle that will work for 
you, but don’t spend a lot of money until you’re sure you’ve found it, 
and never assume other people’s marketing vehicles will work for you, or 
that they are even working for them. 

Positioning 

A unique selling proposition (USP) is a succinct, memorable message 
that identifies the unique benefits that are derived from using your 
product or service as opposed to a competitor’s. A USP should be used as 
a strong and consistent part of an advertising campaign. It can be painted 
on the company’s cars or trucks, printed on the letterhead, and used in the 
packaging copy. It becomes, essentially, a positioning statement—a 
declaration of your company’s unique standing within the marketplace as 
defined by your product’s benefits. 

Often a USP is a quick and snappy condensation of the company’s 
strategy. This is especially true when a company offers one type of product 
or service. But even more so than most strategies, USPs tend to focus on 
one or two of the most powerful and easily communicated benefits derived 
from using a product or service. 

The USP might focus on price, quality, dependability, breadth or depth 
of the product or service line, technical edge, fashion, customization, 
specialization, or nature of service. 
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W hile usually referred to as a marketing plan, a thorough marketing 

plan should be thought of as a product plan. It should cover virtually 
all aspects of bringing a product to market. 

Typically, marketing plans are used in product-oriented businesses, but 
have an importance to service companies as well. A separate plan should 
be devised at least once a year for each distinctive service or group of 
related services that the firm offers. 

A marketing plan is not simply a list of advertising or other promotional 
activities. A good marketing plan should begin with an evaluation of the 
entire potential market for each product category and include an analysis 
of consumer behavior, the competition and its product, and the strengths 
and weaknesses of the company as a competitor. Then you need to detail 
your product positioning and product attributes, including its benefits and 
features. Planned sales and promotional activities also need to be 
addressed. Then you need to subject your spreadsheets to some heavy-duty 
numbers crunching and develop profit and loss pro formas (projections) for 
each product. The conclusion to a marketing plan predicts competitive 
reaction and a very brief consideration of possible longer-term product 
options. 

Some steps in creating a marketing plan that takes a serious, individual 
look at each product or service group will create analysis overlaps between 
other product or company-wide strategies. This is fine. It is extremely 
important to look at each product line and service separately. Doing your 
homework for each product may reveal very different product 
characteristics or competitive positioning requirements that may not have 
been considered otherwise. 

Publicity 

P ublicity is often overlooked as a primary marketing tool to gain 

attention and interest in a product, service, or company. Using publicity 
as a sales tool can be a more cost-effective method for generating sales 
than buying advertising. 

No matter what business you are in, you can be your own publicist! If 
you want to act as your own PR firm, you can produce a simple press kit. 
This kit should include a “pitch” letter and a press release regarding your 
company, a new product, or a unique service. Once you have targeted and 
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established appointments with print and broadcast media contacts, you can 
act as your own spokesperson to pitch your own image, product, or 
service. You will become the focus, the center of attention, as you create an 
awareness of your business that will turn into sales leads. 

Publicity can take a variety of formats. You or someone connected with 
your business could appear on a local radio or TV talk show—your 
business the topic of a particular segment. You could be the subject of an 
article in a local or national newspaper or magazine. You might become 
part of a broadcast business panel discussing issues that are pertinent to 
your product or service, or speak at trade association meetings, trade show 
seminars, or chamber of commerce gatherings. The creative publicist can 
find thousands of publicity opportunities available that allow for increasing 
image or product awareness. 

The best part of publicity is that, for the most part, it is free! This is 
especially true if you manage your own publicity campaigns. However, if 
you do choose to hire an outside PR firm, the costs can still be a lot less 
than building the same amount of awareness via paid advertising. 


Sales 

S ales is the driving force of any business. From my stumbling starts in 
selling, I can assure you that no matter how weak you feel in selling 
now, you can get better, you will get better, and youire going to succeed. 

Choices 

Y our basic choices for selling products or services to the business-to- 
business trade or directly to consumers are through telemarketing or 
face-to-face selling. To help you make a decision regarding the sales 
method that is appropriate for your company, take a careful look at what 
other companies are doing. And don’t just look at firms selling products or 
services similar to yours. Be more creative. Look at firms selling products 
and services with the same characteristics as yours in similar marketplaces. 

Ultimately, however, deciding which sales process to use is more of an 
art than a science. Weigh all of the factors you think will be important 
contributors to making the sale of your product or service successful. Then 
make your decision—but don’t be afraid to change your mind later on if 
your strategy isn’t working or could be improved upon. 
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Face-to-Face Selling 

F ace-to-face selling can require a lot of time, energy, and expense, but 
the payoff can be tremendous. Despite all of the new high-tech 
alternatives, an in-person sales presentation is the single most powerful 
marketing tool in use today. National television advertising, telemarketing, 
e-mail, or print advertising have nowhere near the ability to motivate a 
particular customer to actually place an order as does face-to-face selling. 

And despite any fancy slide or computer show or other dog-and-pony 
show you might use, your most effective selling tool will be your verbal 
presentation and interaction with the prospective buyer. In almost every 
case, the owner of a small business will be able to make the most effective 
sales presentation, even more so than someone with more extensive sales 
experience. 

When you are starting out small, you are probably going to have to do a 
lot of selling yourself in order to jump-start your business. Your 
effectiveness as a salesperson will be an absolutely critical factor in the 
success of your business. Later, as your business grows and prospers, you 
may be able to delegate more and more of the selling process to your 
employees. 

The majority of products and services being sold business-to-business, 
as well as many sold to consumers, require a personal sales call. 

Telemarketing 

T elemarketing gives small business owners a quick and cost-effective 
method of identifying and contacting, via phone, a specific large 
market of consumers for the purpose of selling a product or service. With 
an effective script and enthusiastic telemarketers, small business owners 
can generate sales without having to spend large amounts of money on 
traditional marketing vehicles. 

Internet Marketing 

T he Internet, commonly referred to as the Information Superhighway, is 
an interconnected group of computers linking businesses, government, 
and academia. Although a precise count of subscribers to the Internet is 
impossible to calculate, a good guess would place the number at 
approximately 30 million, and growing daily. 
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Marketing your product on the “Net” is relatively easy and inexpensive. 
A graphical user interface, such as Mosaic, allows potential customers to 
access the World Wide Web. The “Web” is a part of the Internet. One click 
can take a potential customer to a screen that has been created by your 
business. This type of screen is called a Home Page. 


Advertising 

O ne of the classic axioms of advertising is “eighty percent of my 
advertising doesn’t work, but I don’t know what eighty percent”; 
Avoid this lazy thinking. Test your copy, advertising, and medium, and ask 
your customers where they found out about your business. 

Choices: Advertising Mediums 

I f money were no object, it would be easy to decide which advertising 
medium to go with. All of them! Unfortunately, the reality is that even 
with a hefty advertising budget, it is a challenge to create memorable 
advertising. 

So unless you have truckloads of money to spend, you should try one 
medium at a time. What works for one product or service may not work 
for the next. There are so many different variables that can affect the 
results of an advertising campaign—from ad copy to the weather. You will 
simply have to test the effectiveness of your message in each medium to 
find the best vehicle for promoting your product. Advertising is an art, not 
a science! 

Direct Mail 

D irect mail allows you to target a specific market better than any other 
advertising medium. You decide who gets your message, when they 
get it, and where they get it. 

A direct mail piece can be as simple as a postcard or as elaborate as a 
catalog. Direct mail is a terrific medium for creating action. Sending a 
direct mail piece is much more likely to elicit an immediate response than 
television, radio, or newspaper advertising. 

Direct mail usually costs more per person reached than any other 
advertising medium. The advantage of direct mail lies in its ability to 
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target a specific consumer group. It allows you to concentrate your 
advertising budget on those people most likely to purchase your product or 
service. You can budget as little or as much as you like to launch a direct 
mail campaign. How much you spend will be affected by decisions such 
as: two- versus four-color printing, how many pages will be in your 
brochure or catalog, how many pieces will be in your direct mail package, 
paper size, and, most importantly, the number of pieces you want to mail. 

Newspaper Advertising 

N ewspaper advertising is often a double-edged sword. It can provide 
you with exposure and leads, but your response rate will probably be 
less than overwhelming in comparison to other advertising mediums such 
as direct mail or broadcast advertising. 

Advertising in regional and national newspapers can be expensive. 
Advertising in local or community newspapers is less so and may provide 
a more focused advertising approach. If your business trade is localized, it 
certainly makes more sense to focus on the community or local papers that 
your customers are more likely to read. 

Running ads in major metropolitan newspapers can be effective if your 
product or service offering is strong enough or unique enough to pull in 
customers from throughout the readership or circulation area. Chances are 
that your competitors will be spending money on newspaper advertising, 
too. Remember that this will reduce the effectiveness of your newspaper 
advertising campaign, because you will be competing for your customer’s 
attention and “mind share.” 

Newspaper advertising is sold by the column inch. Different advertising 
classifications may have different rates. For instance, a service directory 
advertisement may be less expensive per column inch than a small ad 
placed on a regular editorial page. Virtually all newspapers offer discounts 
for contract advertisers, depending upon the volume of space they commit 
to over the course of a contract year. 

Radio Advertising 

R adio advertising offers you the opportunity to deliver a simple yet 
powerful message to a targeted group of consumers that may be 
interested in your product or service. You can write and produce the ad 
yourself with minimal effort and then identify those stations that best serve 
your market. If you are lucky, you might even find a popular radio DJ with 



a large following to take a personal interest in your product or service and 
deliver the message on air during his or her show. This will give an extra 
“endorsement” boost to your radio spot. 

The cost of a fifteen-, thirty-, or sixty-second radio commercial will 
depend upon the frequency of the ad broadcast and the time of day that the 
announcement runs. Morning and evening drive times are usually more 
expensive than middle-of-the-day or late-night spots because the radio 
audience tends to peak during commuting hours. 

The type of station you choose to advertise on should be determined by 
your target market. If you are looking to appeal to men between the ages 
of eighteen and thirty, for instance, you might want to consider advertising 
on an all-sports station or an FM rock station. 

There are production costs to consider in addition to the spot 
expenditure. These will be determined by your need for music 
backgrounds, sound effects, and use of professional or amateur actors, 
such as yourself, to read your copy. 

In general, since you know your product or service better than anyone 
else, you should write the copy yourself. Make sure you communicate the 
benefits of your product or service in such a way that listeners will 
immediately identify with your product. 


People 

J ust because other businesses are boring, stale, routine places to work 
doesn’t mean that your business has to be too. Make work fun, exciting, 
and challenging for your employees. You’ll find you have less turnover, 
happier people, and more productivity, and you might have more fun too! 

Hiring 

T he caliber of people who work for your company will arguably have 
more impact on the success of your company than any other factor. 
The easiest way to create a terrific work force is to hire terrific people in 
the first place. While you may never seem to have the time to hire people 
carefully, I suggest you do whatever it takes, even if you skimp on time 
spent on other pressing chores, to make sure you give hiring the effort it 
deserves. 
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Attracting Quality Candidates 

A s someone who must manage every aspect of your business, you have 
precious little time to waste in finding quality employees. However, 
you can find top-notch talent by doing some work up front. Pick two or 
three critical areas of expertise that you absolutely require in the successful 
candidate. When you do your first and second resume sorts, look for 
candidates that possess good qualifications in those areas. Set aside all 
others. 

Still, it can be a real chore to sort through a pile of resumes. Your 
selection process will go much quicker if you avoid being swayed by great 
layouts, fancy type styles, or glorious job titles. Look for concrete 
accomplishments and proven ability that matches your needs. 

In today’s job market it isn’t hard to find a pool of qualified applicants 
for any type of position—entry level to senior management—in almost 
every field. In fact, you can save yourself time and money by utilizing old 
and new methods of locating applicants. 

Leadership 

L eadership is being able to get others to want to follow you on your 
chosen path. In order to effect leadership, you need a well-defined 
strategy. But even a well-defined strategy is not enough to ensure 
successful leadership. You must also communicate to the rest of your 
organization what the strategy is. You must explain why it is a good 
strategy. You must convince them that you can lead the organization 
successfully down the path you have chosen. 

Policies 

S ome people view company policies as a sign of encroaching 

bureaucracy and avoid issuing or observing them like the plague. There 
are even a few publicized cases of relatively large companies that have 
enjoyed tremendous success without benefit of company policies. 

However, you will find that if you don’t have some company policies, 
you will soon find yourself in a situation in which you wish you did. 
Policies can make it clear to employees what kind of behavior is expected 
in your workplace. They can set clear guidelines on what is and isn’t 
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appropriate. And policies can help you avoid, or at least defend against, 
lawsuits. 


Money 

A lot of people are intimidated when they hear words like 

“depreciation” or “inventory accounting.” However, these concepts 
are really very simple. All you need to master finance is careful 
recordkeeping, a basic understanding of accounting, and the ability to 
project and control cash flow. 

Income Statements 

A n income statement, otherwise known as a profit and loss statement, is 
a summary of a company’s profit or loss during any one given period 
of time, such as a month, three months, or one year. The income statement 
records all revenues for a business during this given period, as well as the 
operating expenses for the business. 

Balance Sheets 

A balance sheet is a snapshot of a business’ financial condition at a 

specific moment in time, usually at the close of an accounting period. 
A balance sheet comprises assets, liabilities, and owners’ or stockholders’ 
equity. Assets and liabilities are divided into short- and long-term 
obligations including cash accounts such as checking, money market, or 
government securities. At any given time, assets must equal liabilities plus 
owners’ equity. An asset is anything the business owns that has monetary 
value. Liabilities are the claims of creditors against the assets of the 
business. 

Inventory Accounting 

I nventory accounting may sound like a huge undertaking but in reality, it 
is quite straightforward and easy to understand. You start with the 
inventory you have on hand. No matter when you sell product, the value of 
your inventory will remain constant based on accepted and rational 
methods of inventory accounting. Those methods include weighted 
average, first in/first out, and last in/first out. 


Purchasing 



P urchasing may not be quite as razzle-dazzle as creating exciting 

marketing campaigns, but it can be just as crucial to your bottom line. 
If your business has a profit margin of 10 percent on sales and you cut 
expenses by just over 5 percent, your profit will soar by 50 percent! 
Without changing the profit margin, sales would have to increase by 50 
percent to achieve the same result! 

Taxes 

W hy can paying taxes be fun? Because they are more fun than going 
through an audit! And audits can be more fun than having your 
assets seized for failure to pay taxes! Besides, Bill Bruns, one of my 
favorite Harvard Business School professors, says, “I want to pay more 
taxes”—meaning you should look at an exorbitant tax bill as a measure of 
your success. 

Unfortunately, as Bill is well aware, while income taxes will be the 
largest burden by far on a profitable firm, there are plenty of other taxes 
that need to be paid even if you aren’t making any money at all. 

When Money Is Tight 

W hen your cash crunch is looking particularly severe and you can’t 

pay all of your creditors, decide which ones to pay first. While every 
situation will be different, there is a good base strategy for prioritizing 
payment importance. 


Legal 

T he saying “An ounce of prevention is worth a pound of cure” certainly 
applies to small business law. You need to get a great attorney and rely 
on his or her advice. And you also need to acquaint yourself with some of 
the most basic legal issues you are likely to run into before you find 
yourself in the courtroom. 

Sole Proprietorship 

T his form of business is the easiest to start because you need obtain 
only whatever licenses that are required in order to begin business 
operation. The sole proprietorship gives you absolute control over your 
business, more so than other business structures such as partnerships or 




corporations. Very often, a small business owner will choose to start with a 
proprietorship. As the business grows, he or she might explore the 
possibility of forming a partnership or a corporation. 

You will need to contact your local county or city clerk’s office to 
determine what is required in order to operate a business in your area. If 
your business involves the sale of a product or service in other states, you 
may need to obtain a federal license or permit. The Department of 
Commerce in Washington, D.C., can give the necessary information for 
obtaining a license for interstate commerce. 

The sole proprietor’s income from the business is treated as personal 
income. You can declare this income as part of Schedule C, Profit and Loss 
from a Business or Profession, with a standard 1040 Federal Individual 
Income tax return. You will also need Form 1040ES, Declaration of 
Estimated Tax for Individuals. The IRS will supply you with vouchers for 
submission of quarterly estimated tax payments. These payments are made 
in January, April, June, and September. 

Partnership 

T he Uniform Partnership Act defines a partnership as “an association of 
two or more persons to carry on as co-owners of a business for profit.” 
Although not required by law, you may have to submit written Articles of 
Partnership. This would apply, for instance, if you wanted to open a 
company bank account. These article would define the contributions made 
by the partners to the business—financial, managerial, material, or other. 
They would also define the roles of each partner in the business 
relationship. All articles should be filed with your secretary of state. 

A partnership differs from a corporation in terms of the limited life of 
the partnership, the unlimited liability of at least one of the partners, the 
co-ownership of the assets, mutual agency, share of management, and 
share in partnership profits. 

Corporations 

S ince the corporation is considered a distinct legal entity with no ties to 
the individuals who own it as a legal structure, it is a very attractive 
option for small business owners. Incorporating is, however, a complicated 
undertaking. It gives you the opportunity to present your firm to the public 
as a bigger company than it actually is. It also gives you a better shot at 
obtaining long-term financing. Since you are not held personally 



responsible for the corporation, your personal assets, including your 
personal bank accounts, may remain untouched if the business fails. There 
are, however, more regulations and government filings to deal with than 
there are in sole proprietorships and partnerships. 

Before you decide to incorporate, ask yourself: 

• How much risk are you willing to absorb? 

• If something happened to the principal(s), how long would the 
company be able to function? 

• What legal structure would offer the greatest flexibility in terms of 
administration? 

• How will the laws of the incorporating state influence your 
decision on method of incorporation? 

• What are your prospects for attracting capital? 

• What is the goal of your enterprise? 

• Are you willing to share control of the business with outsiders? 

• Is there a tax advantage or incentive for you to incorporate? 

Staying out of Court 

I n all but the most extreme cases, you want to avoid going to court either 
as a plaintiff or a defendant. Think about it. Do you really want to shell 
out the huge legal fees you are likely to incur? Or have your time tied up 
for months or even years? Do you want, after all the expense and time, to 
lose your case? Courts offer uncertain outcomes. Even if you are right and 
see the situation as clear-cut, you can still lose your case. 


Office 

I t’s tempting to show off-to lease the comer office in the prestigious 
office tower and decorate it with designer furniture. Don’t. It won’t make 
you any money. And when your business is in a slow cycle with angry 
creditors calling, you’ll wonder, “Did I spend just a little too much money 
on the office suite?” 

Setting Up a Home Office 

I f you are debating whether to set up an office in your home or lease 
commercial space, think quite seriously about keeping the office in your 
home if you can. 

Unless you are operating a retail store or expect clients to regularly visit 
your office, your face to the world will be your products, your services, 
your literature, and your marketing. Spend money in areas that your 
customers will really appreciate. 
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Improving System Performance: 

Some commonly asked questions about improving system performance 
are answered below. Note that the instructions for Windows 95 and 
Windows NT 4.0 are different than those for Windows for Workgroups 
3.11, Windows 3.1, and Windows NT 3.51. 

Windows 95 and Window NT 4.0 

Q: Will a screen saver interfere with the videos in Adams Streetwise 
Small Business Start-Up 

A: If you are using Microsoft Plus Desktop themes under Windows 95 
and are running a screen saver before using Small Business Start-Up. 
The screen saver may interfere with some of the videos and 
animation present in the program. Do the following to disable the 
screen saver: 

1. When you are at the Windows 95 desktop, click the right mouse 
button once. 

2. A pop-up menu will appear. Select “Properties” and click once. 

3. A dialog box will appear with several choices. Click on the tab 
marked “Screen Saver.” 

4. Another dialog box appears with your screen saver settings. There 
is a pop up window with various screen savers, select “None” and 
then click “OK.” 

5. Click on the “Start” button, choose “Restart the Computer” and the 
changes will take effect. 

Q:How can I improve the overall performance of Adams Streetwise 
Small Business Start-Up 

A: A computer works more efficiently when you perform periodic 
system maintenance. Run the Scandisk program to check for lost or 
misplaced data. As a result, system performance will improve. Run a 
periodic disk defragmentation as well. Run Windows 95 Disk 
Defragmentor and perform a complete optimization. 

Q:How can I optimize CD-ROM performance? 

A: Windows 95 allows for CD-ROM caching. In Control Panel>File 
System>CD-ROM, select the type of CD-ROM drive for your 
machine. Windows will set the amount of disk caching. Note that 
large disk cache does not correlate to large speed increases, so a 
small amount will do. 

Q:How do I optimize memory settings for Windows 95? 

A: Windows 95 and Windows NT are an enhanced 32 bit operating 
system. To take advantage of the full potential of the Windows 95 
system, make sure 32 bit disk access and addressing is enabled. In 
Control Panel>Performance>Virtual Memory, select “Allow windows 
to handle my virtual memory settings ” In Control 
Panel>Performance>File System>Hard Disk, set “Read Ahead 
Optimization” to “full,” and be sure the conventional use for your PC 
is properly set. 

Q: How do I improve the graphics in Adams Streetwise Small Business 
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Start-Up if they look grainy and small? 

A: Adams Streetwise Small Business Start-Up works best with a monitor 
capable of displaying 256 or more colors. You can set and change the 
video display in Control Panel>Display>Settings. Select the 
appropriate display type and color palette for your monitor. Follow 
the instructions on the screen. If your video display comes with its 
own drivers, follow the manufacturer’s instructions. 

Q: I cannot hear sound when using Adams Streetwise Small Business 
Start-Up. Why? 

A: You must have a sound card and speakers to hear sound in Adams 
Streetwise Small Business Start-Up. If you have these utilities, check 
the connection with your speakers. Make sure all cables are securely 
fastened and the power supply is turned on. Check the volume 
controls on the speakers or in Control 

Panel>Multimedia>Audio>playback or check for headphones in 
Control Panel>Multimedia>CD-ROM Music. 


Windows for Workgroups 3.11 , Windows 3.1, and 
Windows NT 3.51 

Q: Adams Streetwise Small Business Start-Up seems to be running very 
slowly on my computer. How can I improve performance? 

A: During the normal course of operating your computer, your hard drive 
will become fragmented. Several different utilities, such as Defrag, will 
defragment and optimize your hard drive and improve overall system 
performance. For Windows 3.11 and Windows 3.1, exit Windows, and 
at the DOS prompt, type “Scandisk.” Run Scandisk to clean up lost 
clusters. After Scandisk has checked and fixed any lost clusters, return 
to the DOS prompt and type “Defrag.” Defrag will read your system 
information and recommend a course of optimization. Select “optimize” 
and Defrag will automatically optimize your hard drive. For Windows 
NT 3.51 run “chkdsk /f ’ from the command prompt to repair any lost 
clusters, Windows NT is very efficient and rarely if ever needs 
optimizing. 

Note: We strongly recommend that you back up your hard drive 
before proceeding with Defrag. DO NOT USE Defrag on Window 
NT 3.51. 

Q: What else can I do to improve performance and make Adams 
Streetwise Small Business Start-Up run faster? 

A: There are several options that you can try to improve the speed and 
performance of Adams Streetwise Small Business Start-Up. Here are 
a few suggestions: 

♦ Add more RAM. You will notice improved performance from an 
additional 4 MB of RAM, especially if you have a 4 MB machine. 
Adding more RAM will give Adams Streetwise Small Business 
Start-Up more room to move video files, which are memory 
intensive into RAM. 

♦ Free up as much hard disk space as possible. If you can keep 10 to 
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15 MB free, Adams Streetwise Small Business Start-Up will be 
able to move files back and forth between RAM and your hard 
drive. 

♦ Additional free hard disk space can work with the virtual memory 
settings of your computer. For best results, use a “permanent swap 
file setting” of at least 5 MB. You can change your swap file 
setting by going to the Windows Program Manager, opening the 
Main Window, and selecting and opening the Control Panel. 
Double click on 386 Enhanced and click on the Virtual Memory 
button to make memory changes. 

♦ If you are using Windows for Workgroups, make sure 32 bit file 
and Disk Access are enabled. To do this, open the Main Group and 
double click on the Control Panel. Double click on Enhanced and 
click on the “Virtual Memory” button. A dialog box will come up 
warning you about deleting your permanent swap file. Click “No” 
to bring up the Virtual Memory window. Click the “change” button 
and check off the check-boxes next to “Use 32 bit Disk Access” 
and “Use 32 bit File Access.” Click “OK” and restart Windows for 
changes to take effect. 

Important: Be sure to save any vital work before restarting 
Windows. 

Q:The video playback on Adams Streetwise Small Business Start-Up 
seems grainy or blurred. How can I correct this problem? 

A: As a general rule, Windows will install a VGA video driver as part of 
its normal installation. This driver is sometimes set to 16 colors. 

To check what video setting you are using, click on the Windows 
Setup in the Main Group. Look under “Display” to see the current 
video setting. It will read something like “VGA 640x480 256 colors,” 
which basically means that your video driver is a VGA driver, with a 
screen size of 640x480 pixels and 256 color display capability. If you 
wish to alter this setting, choose “Change System Settings” from the 
“Options” menu. Select the desired driver from the list and click 
“OK.” If the driver is pre-installed, Windows will find it for you; 
otherwise, you may have to install the driver from a floppy disk. 
Restart Windows for your changes to take effect. 

If the computer prompts you for another video driver, you must 
provide the disk with the driver on it. In some cases the hardware 
manufacturer will provide a video driver with your equipment, and 
you can install the appropriate driver. Follow the instructions in the 
manufacturer’s documentation. If the computer prompts you for a 
Windows video driver, you must provide the specific Windows disk it 
requests. Follow the instructions on screen and refer to the Windows 
manual for further explanation. Restart Windows for your changes to 
take effect. 

Important: Save any vital work before changing your video settings 
because you will have to restart Windows. 

Q: I cannot hear sound when using Adams Streetwise Small Business 
Start-Up. Why? 
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A: Check your volume control. Try increasing the level to see if it helps. 
Be sure all cords and plugs are securely fastened. Also check to see if 
your multimedia card is installed properly. 

If Adams Streetwise Small Business Start-Up is the only 
application not giving sound, contact technical support. If other 
applications also are lacking sound, a loose connection or improperly 
configured hardware is most likely causing the trouble. In this case, 
consult the manufacturer’s documentation or call the hardware 
manufacturer. 

Macintosh: 

Q:Will a screen saver interfere with the videos in Adams Streetwise 
Small Business Start-Up. 

A:Tum off all screen savers and disable all extensions and control 
panels that are not required to run Adams Streetwise Small Business 
Start-Up (Do not turn off Quicktime! You need this extension to 
watch the videos in Adams Streetwise Small Business Start-Up.) To 
turn off extensions and control panels, open the System Folder, 
double click on the Control panels folder and drag any control panels 
that you do not require to run Adams Streetwise Small Business 
Start-Up out of that folder and leave them in your System Folder. Do 
the same for the Extensions. Then restart your Macintosh. 

Q: Adams Streetwise Small Business Start-Up seems to be running very 
slowly on my computer. How can I improve performance? 

A: During the normal course of operating your computer, applications 
and files will become fragmented and placed on different sections of 
your hard drive. Optimizing your hard drive will defragment these 
files and applications and make your computer run more efficiently. 
There are several excellent utility programs on the market today that 
will defragment and optimize your hard drive. Before you optimize, 
MAKE SURE YOU BACK UP YOUR HARD DRIVE 
COMPLETELY! 

If you are running System 7 and have more than 20MB of free 
hard disk space, you might want to try using virtual memory to give 
you more available RAM. To open virtual memory, go into Control 
Panels in your System Folder and double click on the Memory 
control panel. Once the Memory control panel is open, click the “On” 
button under virtual memory and choose at least 4MB of virtual 
memory in the far right hand comer memory window. Close the 
Memory control panel and restart your Macintosh. 

Rebuild your desktop when you next use your Macintosh by 
holding down the Command and Option keys together when you turn 
on your Macintosh.Adams Streetwise Small Business Start-Up 
requires at least 4 MB of RAM to run. We recommend 8MB of RAM 
to improve the speed and performance of the video files. Therefore, if 
you are running your computer with 4MB of RAM and are not happy 
with the performance of Adams Streetwise Small Business Start-Up, 
we suggest that you add at least 4MB of RAM. 
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Other Fine Adams Streetwise Software 


Do-It-Yourself Advertising 


A dams Streetwise Do-It-Yourself 
Advertising is your alternative to 
expensive advertising agencies. Never 
before has it been easier to develop your 
own marketing strategies and produce ads 
that get results. Using the step-by-step 
interactive exercises, you’ll be able to 
write copy like the pros, find “the big 
idea,” choose the right media to deliver 
your message, and more. Discover why 
small businesses shouldn’t overlook radio 
or television. Create print ads for news¬ 
papers or Yellow Pages from easy to use templates. Share the experiences 
of actual small business owners who tell what worked and what didn’t in 
video interviews. Available in CD-ROM multimedia version for Windows 
and Macintosh and 3.5” disk, lite version for Windows. 

— Publisher’s Price $39.95 

500 Businesses You Can Start 

5 00 Businesses You Can Start offers a 
unique and satisfying way to get the 
streetwise low-down on serious, realistic 
business ventures that fit with your skills, 
interests, financial resources, available 
time, and personal goals. Easy to use 
and highly interactive, it allows you to 
focus rapidly on a manageable set of 
business concepts that makes sense for 
you. Start-up costs and potential earn¬ 
ings; qualifications; home business possi¬ 
bilities; staffing requirements, if any; 
pricing considerations; and other essen¬ 
tial information is included in every entry. You’ll get all the facts and fig¬ 
ures you need to find that new direction you’ve been looking for. Available 
in CD-ROM multimedia version for Windows and 3.5” disk , lite version 
for Windows. — Publisher’s Price $39.95 
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Hiring Top Performers 

W hether you’re running your own 
business or managing within a 
large organization, you need to hire the 
right people to work with you if you’re 
going to be successful. With a complete 
and well-organized collection of over 600 
interview questions and a library of 
already-assembled instant interviews, 
Adams Streetwise Hiring Top Performers 
is designed to help you fill whatever 
position you need efficiently and 
correctly. There are also plenty of video 
interviews with expert commentary to show you clearly what to look for in 
a potential candidate. Available in CD-ROM multimedia version for 
Windows and 3.5” disk , lite version for Windows. 

— Publisher’s Price $39.95 


Managing People 

P erhaps the most skill in determining 
your success in business is your abili¬ 
ty to manage people. Through a powerful 
set of interactive tools — questionnaires, 
self-assessments, and video scenarios — 
Adams Streetwise Managing People is 
designed to help you increase employee 
morale, satisfaction and productivity. 
Discover the characteristics of strong, 
effective leaders. Choose from several 
proven motivational strategies to help 
employees achieve top performance. Learn how to resolve conflicts and 
successfully manage difficult people. Master the art of managing people. 
Available in CD-ROM multimedia version for Windows and Macintosh 
and 3.5” disk, lite version for Windows. — Publisher’s Price $39.95 

Please look for these titles at your favorite software retail 
outlet. For more information, call Adams Media Corporation at 
1-800-872-5627 (in Massachusetts 617-767-8100) 
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Software License Agreement 


YOU SHOULD CAREFULLY READ THE FOLLOWING TERMS AND 
CONDITIONS BEFORE USING THIS SOFTWARE PRODUCT. INSTALLING 
AND USING THIS PRODUCT INDICATES YOUR ACCEPTANCE OF THESE 
CONDITIONS. IF YOU DO NOT AGREE WITH THESE TERMS AND CONDI¬ 
TIONS, DO NOT INSTALL THE SOFTWARE AND RETURN THIS PACKAGE 
PROMPTLY FOR A FULL REFUND. 

1. Grant of License: 

This software package is protected under United States copyright law and inter¬ 
national treaty. You are hereby entitled to one copy of the enclosed software and 
are allowed by law to make one backup copy or to copy the contents of the disks 
onto a single hard disk and keep the originals as your backup or archival copy. 
United States copyright law prohibits you from making a copy of this software for 
use on any computer other than your own computer. United States copyright law 
also prohibits you from copying any written material included in this software 
package without first obtaining the permission of Adams Media Corporation. 

2. Restrictions: 

You, the end-user, are hereby prohibited from the following: 

You may not rent or lease the Software or make copies to rent or lease for profit 
or for any other purpose. 

You may not disassemble or reverse compile for the purposes of reverse engi¬ 
neering the Software. 

You may not modify or adapt the Software or documentation in whole or in 
part, including, but not limited to, translating or creating derivative works. 

3. Transfer: 

You may transfer the Software to another person, provided that (a) you transfer 
all of the Software and documentation to the same transferee; (b) you do not retain 
any copies; and (c) the transferee is informed of and agrees to the terms and condi¬ 
tions of this Agreement 

4. Termination: 

This Agreement and your license to use the Software can be terminated without 
notice if you fail to comply with any of the provisions set forth in this Agreement. 
Upon termination of this Agreement, you promise to destroy all copies of the soft¬ 
ware including backup or archival copies as well as any documentation associated 
with the Software. All disclaimers of warranties and limitation of liability set forth 
in this Agreement shall survive any termination of this Agreement. 

5. Limited Warranty 

Adams Media Corporation warrants that the Software will perform according to 
the manual and other written materials accompanying the Software for a period of 
30 days from the date of receipt. Adams Media Corporation does not accept 
responsibility for any malfunctioning computer hardware or any incompatibilities 
with existing or new computer hardware technology. 

6. Customer Remedies 

Adams Media Corporation’s entire liability and your exclusive remedy shall be, 
at the option of Adams Media Corporation, either refund of your purchase price or 
repair and/or replacement of Software that does not meet this Limited Warranty. 
Proof of purchase shall be required. This Limited Warranty will be voided if 
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Software failure was caused by abuse, neglect, accident or misapplication. All 
replacement Software will be warranted based on the remainder of the warranty or 
the full 30 days, whichever is shorter and will be subject to the terms of the 
Agreement. 

7. No Other Warranties 

ADAMS MEDIA CORPORATION, TO THE FULLEST EXTENT OF THE 
LAW, DISCLAIMS ALL OTHER WARRANTIES, OTHER THAN THE LIMIT¬ 
ED WARRANTY IN PARAGRAPH 5, EITHER EXPRESS OR IMPLIED, ASSO¬ 
CIATED WITH ITS SOFTWARE, INCLUDING BUT NOT LIMITED TO 
IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A 
PARTICULAR PURPOSE, WITH REGARD TO THE SOFTWARE AND ITS 
ACCOMPANYING WRITTEN MATERIALS. THIS LIMITED WARRANTY 
GIVES YOU SPECIFIC LEGAL RIGHTS. DEPENDING UPON WHERE THIS 
SOFTWARE WAS PURCHASED, YOU MAY HAVE OTHER RIGHTS. 

8. Limitations on Remedies 

TO THE MAXIMUM EXTENT PERMITTED BY LAW, ADAMS MEDIA 
CORPORATION SHALL NOT BE HELD LIABLE FOR ANY DAMAGES 
WHATSOEVER, INCLUDING WITHOUT LIMITATION, ANY LOSS FROM 
PERSONAL INJURY, LOSS OF BUSINESS PROFITS, BUSINESS INTERRUP¬ 
TION, BUSINESS INFORMATION OR ANY OTHER PECUNIARY LOSS 
ARISING OUT OF THE USE OF THIS SOFTWARE. 

This applies even if Adams Media Corporation has been advised of the possibil¬ 
ity of such damages. Adams Media Corporation’s entire liability under any provi¬ 
sion of this agreement shall be limited to the amount actually paid by you for the 
Software. Because some states may not allow for this type of limitation of liability, 
the above limitation may not apply to you. 

THE WARRANTY AND REMEDIES SET FORTH ABOVE ARE EXCLU¬ 
SIVE AND IN LIEU OF ALL OTHERS, ORAL OR WRITTEN, EXPRESS OR 
IMPLIED. No Adams Media Corporation dealer, distributor, agent, or employee is 
authorized to make any modification or addition to the warranty. 

General 

This Agreement shall be governed by the laws of the United States of America 
and the Commonwealth of Massachusetts. 

You must fill out and return the Adams New Media registration card to be eligi¬ 
ble for customer support and service. If you have any questions concerning this 
Agreement, contact Adams New Media at 617-767-8100. Or write to us at: 


Adams Media Corporation 
260 Center Street 
Holbrook, MA 02343 
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